OSIWA Grant Flowchart 


Executive Director: ED - Executive Assistant: EA - Finance: FIN - Program: PROG - Communication: COMM - Advocacy: ADV - Grant: 
GRAN - Monitoring and Evaluation: M&E 



Proposal Review 



Preparing and 
Issuing grant 
contracts 




Grant 

Management 




Other Aspects in 
the grant cycle 


* Drafting call for proposal: GRAN, PROG, ED 

* Launching call for proposal: GRAN, COMM, PROG 

* Automatic receipt acknowledgement of request: GRAN, ED 

* Sorting out and uploading of proposals on shared folder: ED, GRAN 

* Pre-review of proposals: ED, PROG 

* Automatic decline letters sent for unsuccessful requests: ED, GRAN 


• Registration of requests on GMS (All requests should be registered on GMS regardless of whether considered or not) 

• Pre-Grant Inquiry: PROG, GRAN 

• Preparation of recommendations: PROG (Please follow recommendation guidelines) 

• Review of recommendations: GRAN, M&E, FIN, ADV, COMM ( In accordnace with Finance/Grant/M&E review checklist) 

• Peer review of Recommendations for Board: ED, PROG, ADV, COMM, FIN, GRAN 

• Review of GMS entries: GRAN 

• Review of Draft M&E Plan: M&E 


• Preparing Approval dockets: GRAN 

• Recording Board Comments: GRAN 

• Reviewing recommendations as per board comments: PROG 

► Creating DM Sessions on GMS: GRAN 

► Approving projects on GMS: ED 


• Opening the grant file: GRAN 

• Preparing grant contract: GRAN 

• Finalizing M&E Plan: M&E, PROG 

► Reviewing grant contract: PROG & GRAN 

• Final review and signature of grant contract: ED 

• Mailing grant contract: GRAN, ADMIN 

• Activating grants: FIN 


• First Payment 

• Confirming bank information: GRAN 

> Confirming payment with PROG and Raising first payment: GRAN 

• Payment: ED, FIN 

• Grant Review 

• Midterm monitoring (desk review or field visit): PROG, FIN, M&E 

■ Second Payment 

• Successful Review of Interim Report/Upload on GMS: PROG, FIN, M&E 

• Recommendation for payment: PROG 

• Confirming banking details and raising PR: GRAN 

• Payment: ED, FIN 

- Grant closeout 

• Desktop review or Field visit: PROG, M&E, FIN 

• Programmatic Closing (Final Assessment on GMS): PROG 

• Financial closing: FIN 

• Final Grant Closing: GRAN 


• Risk Assessment: Risk Assessment Committee 

• Review of grant reports/materials for communication and advocacy: ADV, COM, PROG 

• Review of grant reports/materials for knowledge sharing and evaluation: M&E PROG 


